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Preface 


Tell me and I forget. Teach me and I remember. Involve me and I learn. 

— Benjamin Franklin 


To enable children learn with ease, it’s important to involve them and make learning enjoyable. It is often felt 
that children nowadays are tech-savvy (or rather gadget-savvy). But at the same time, we need to also ensure 
that they become familiar with the know-how of the technology. SmartByte, a new course in computer 
science designed for classes 1 to 8, lets them learn the concepts behind the technology and apply them. To 
make learning more engaging, it seamlessly integrates other subjects with computer science. It has a learner- 
centric practice-oriented approach and includes up-to-date developments. 

The course emphasizes on the tools and their uses which will help learners explore, comprehend, and apply 
rather than the user-manual approach followed in most computer science books. It covers open-source 
software programs, such as Tux Paint, Scratch, Python, GIMP, and Synfig, to provide children ample scope 
to experiment with computer programs. 

The salient features of the course are as follows: 

• Remember —a simple fact that learners should remember 

• Quick Tip —an alternative or short method to do an activity 

• Did You Know —an additional piece of information related to a topic 

• Activity —in-text questions to assess the learner’s understanding 

• Quick Learn —a short activity linking a concept to its application 

• Key Terms —end-of-chapter list of important terms 

• Project —cross-curricular linked projects 

• Notes for the Teacher —useful tips for the educator 

The course is supplemented with comprehensive teacher’s manuals with teaching aids to facilitate classroom 
transactions. Further, an easy-to-use learning app provides children support material and gives them instant 
access to learning and assessment resources. 

The course will surely help children assimilate the concepts with ease and make learning of computer science 
enjoyable. 



Key Features 


Remember 
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The CPU is known as the brain of the 
computer. 
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A useful, simple fact that learners 
should remember 
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Did You Know 


9 


There are generally two sets of 
number keys on a keyboard. 


f~ " 

An additional piece of 
information related to a topic 


--• 

Assignments to check 
the application of the 
concepts taught 


Project 



1. Collect pictures of any five natural and five human-made things that 
you use in your everyday life and paste them on a sheet of chart 
paper. 


2. Visit your computer lab. Count the number of computers. 

3. Collect pictures of different kinds of machines used at home and 
paste them on a sheet of chart paper. Tick the ones that need 
electricity to work. 


Activity *. 

Find out the names of the six machines in the maze given 
below. 

Mixer Fan Truck Cooler Car Computer 
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In-text questions to assess 
learners’ understanding 








































<■ N 

A short activity linking a 

concept to its application 


Quick Tip 





To draw a straight line, press and hold the Shift 
key while dragging the mouse pointer. 



How many times will you click the mouse 
buttons in the following cases— 

1. Selecting an item 

2. Opening an item 

3. Dragging an item 


An alternative or short 
method to do an activity 



Natural thing A thing that exists in nature 

Human-made thing A thing made by us 

Machine A human-made thing that makes our work easier and saves our time 

Computer A smart machine that helps us to listen to music, watch films, play games, and draw pictures 
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After going through this chapter, you 
will be able to- 

tell the differences between computers 
i and humans; 


compare different types of computers; 
and 


trc 


|/ explain how computers are used at 
* different places. 


the following way— 

Number of washing machines = 2 tens 
Number of refrigerators = 1 ten 8 ones 
Number of TVs = 2 tens 6 ones = 26 


Ahmad visits an electronics shop with 
his uncle. While his uncle is asking a 
salesperson about washing machines, 
Ahmad walks around the shop. He starts 
counting each type of electronic item. 
But he counts them in a different way— 
in tens and ones. He first counts how 
many groups of tens are there and then 
counts the rest of the items. So, he starts 
counting each type of electronic item in 

3 ones = 23 
= 18 


Number of mobile phones = 3 tens 5 ones = 35 
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Now, he reaches the computer section. He finds it amazing. He starts counting 
the number of computers. 

Number of computers = 3 tens 7 ones = 37 

While counting, Ahmad notices that all the computers displayed there are not the 
same. 

Next day, Ahmad is sitting in his computer class. 

'Are all computers the same?' Ms Bala, the computer teacher, asks the class. 

Ahmad recalls what he noticed in the computer section of the electronic shop. 

He noticed that all the computers displayed in the electronic shop were not the 
same. 

'No, Ma'am. Not all computers are the same,'Ahmad exclaims. 

Now Ms Bala takes the class through different types of computers. 

But first the class needs to know how computers are different from humans. 


Computers and Humans 

Ms Bala tells the class that a computer is 
a smart machine that needs electricity 
to work and it helps us to do many 
different activities. 

'What are the different tasks that a 
computer can do?' Ms Bala asks the 
class. She gets different replies. 

'We can watch our favourite cartoon 
film or listen to our favourite song.' 

'We can draw a beautiful picture of our 
house.' 



Computer system 


'We can also play games.' 

Now Ms Bala explains that a computer has many special features that make it 
different from a human being. It can perform many tasks that we cannot do. Let 
us compare computers and humans. 
























Computers 

Humans 

Computers work very fast. 

They can give the result of any 
calculation in seconds. 

Humans cannot work as fast 
as computers. 

Computers can perform the same 
task over and over again without 
getting bored. 

Humans may sometimes get 
bored. 

Computers never get tired. They 
can work for hours without 
getting tired. 

Humans get tired after 
working for a long time. 

Computers can store a large 
amount of information. They do 
not forget the information stored 
in them. 

Humans can forget the 
information stored in their 

brains. 

Computers do not have any 
feelings and emotions and cannot 
take their own decisions. 

Humans have feelings and 
can take their own decisions. 


Types off Computers 

'Let us now learn about different types of computers/ tells Ms Bala to the class. 
She then explains different types of computers to the class as described further. 

Desktop Computers 

Desktop computers are placed on desks or tables. They 
are the most popular types of computers. 

Most desktop computers come with a separate 
monitor, keyboard, and a CPU cabinet. The monitor and 
keyboard are connected to the CPU cabinet with wires. 



Desktop computer 

















laptops 

Laptops are smaller than desktop computers. They are 
called laptop because they can be kept on the lap. 

Laptops can be easily carried along anywhere. They 
work on batteries. Most laptops also have an in¬ 
built camera. 



Laptop 


Tablet 

Tablets are smaller than laptops. They have a touch screen 
and need a battery to work. They also have a camera. 



Smartphone 

A smartphone is a mobile phone. It has a touch screen 
and a rechargeable battery. It can be used to send 
messages, listen to music, watch films, and search 
information. 



Uses of a Computer 

'Now tell me how computers are used 
in our daily lives,'asks Ms Bala. She gets 
various answers, some of which are quite 
interesting, such as making a book and 
making a film. 

Ms Bala lists most of the uses mentioned by 
the children on the whiteboard. 


Smartphone 


Quick Learn 



Radhika went to her 
grandmother's home during 
the summer holidays. Which 
computer should she carry for 
her work? 












At Homes 


• Computers are used to play games, draw pictures, watch films, and book 
tickets. 

• They are also used to connect with friends. We can send messages and video 
chat with our friends. 



At Schools 

• Teachers use computers to teach various subjects and create worksheets. 

• Teachers also use computers to design time tables and to keep records of the 
details of teachers and students. 

• Computers are also used to take printouts of fee bills and circulars. 

• Computers are also used to keep records of the books in the library. 
























































At 


Offices 

Computers are used to type and print documents. 

They are also used to send mails. 

They are used to keep records of employees and their work. 


Quick Learn 

Ask your elders how computers 
are used at their offices. 


In Hospitals 

• Computers are used to keep records of 
patients and to prepare their medical 
reports. 

• They are used to generate medical bills. 

• Computers also help doctors to identify 
diseases. 

• Modern computers also help doctors 
perform surgeries. 



In Banks 


• Computers are used to keep records of the customers and their accounts. 










































At Railway Stations and Airports 

Computers are used to book tickets for trains and flights. They are also used to 
maintain the records of the timings of the arrival and departure of trains and 
flights. These details are shared with passengers. 



In Designing 

• Computers help in designing buildings, cars, machines, aeroplanes, and 
clothes. 

• They are also used to design books, magazines, and newspapers. 



V 


J 


Making Animations 

Computers are also used to create animations and cartoons. The famous 
animation films like Frozen, Finding Nemo, Toy Story, and The Incredibles were 
made using computers. 

Ms Bala helps the class come to the conclusion that computers are nowadays 





























used in every field. She also tells the class that they are also widely used for 
research in science and technology. Besides these, computers also help us learn 
new skills. 



Activity 

Tick (✓) the places where you have seen a computer. 


School 


Home 


Office 




Bank 


Playground 


Hospital 




Bus Stop 


Railway station 


Airport 


Key Terms 

Desktop computer A computer that is usually kept at one place 

Laptop A computer that can easily be carried and runs on 

battery 

A computer that is smaller than a laptop and is easy 
to carry 



Tablet 






























A computer is a smart machine. It needs electricity to work. 

Computers work very fast, do not make mistakes, never get tired, and 
can do many tasks at the same time. 

Desktop computers, laptops, and tablets are different types of 
computers. 

Computers are used in almost every field. 
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A. Identify and write the names of the computers shown below. 



B. Choose the correct options. 

1. Which of the following types of computers cannot be carried along with 
you? 

a) Desktop computer b) Tablet 

c) Smartphone d) None of these 

















2. Which of the following statements is true about computers? 

a) Computers cannot work fast. 

b) Computers can take their own decisions. 

c) Computers never get tired. 

d) Computers cannot do multiple tasks. 

3. The full form of PC is 

a) personal computer. b) private computer, 

c) process computer. d) particular computer. 

4. Which of the following is not true about humans? 

a) Humans can forget information. 

b) Humans may get tired. 

c) Humans can take their own decisions. 

d) Humans do not have feelings. 

5. Which of the following types of computers does not need a battery? 

a) Smartphone b) Tablet 

c) Desktop computer d) Laptop 

C. Fill in the blanks using the words given in the box. 

i information laptops hospitals tickets mistake i 

1. _are smaller than desktop computers but larger than tablets. 

2. A computer can store a large amount of_. 

3. A computer does not make a_. 

4. A computer can be used to book_. 

5. A computer can be used to keep records of patients in_. 















D. Write T for true or F for false. 


1. A computer can work very fast. 

2. A desktop computer has a battery inside it. 

3. Computers are used in banks to keep 
records of the customers and their accounts. 

4. A computer can be used to design clothes. 

5. A computer can take its own decisions. 


E. Answer the following questions. 

1. List different types of computers. 


2. Write two uses of computers at school. 


3. Write two uses of computers at home. 


4. How is a computer different from a human being? Write any two points. 


HI 

Project 

1. Collect pictures of different types of computers and paste them on a sheet 
of chart paper. Write their names. 

2. Ask your elders about phablet and iPad. For what would you use a tablet? 

























Work Wisely 1 



Always keep your computer clean. Make sure that dust doesn't gather on the 
keyboard. 



Notes 


• Emphasize that though it's fun to play a game on a computer, we should 
not play it for long hours. 

• Show the different types of computer available in school. You can also 
show pictures of the computers using smartphones. 

• In the computer lab, demonstrate the characteristics of a computer by 
giving examples. 

• Explain and discuss how to sit in the computer chair and how to keep arms 
in the correct position. 













[MBGflaQinicnlS? 



After going through this chapter, you 
will be able to- 

A. identify the basic parts of a computer 
j and 

describe the roles of different parts of a 
fr computer. 


Samaira has sown some seeds. After a 
few weeks, she notices that the seeds 
have grown into a beautiful plant. 

It is Sunday morning. Samaira has just 
finished watering the beautiful plant 
she grew. She knows all the parts of a 
plant and their functions. 

Samaira then notices that her elder 
brother, John, is working on a computer. 




She starts thinking that just like a plant, a computer 
also has different parts. She also recalls that her 
computer teacher, Ms Bala, has told her how different 
parts of a computer work together to perform an 
activity. 

Samaria requests John to tell her how each part of 
a computer works. John then starts showing her 

different parts of a computer and explains to her how these parts function to 
make our work easier. 


-Leaf 

Fruit 

-Flower 


Stem 


-Root 


Monitor 

John shows the monitor of the computer to Samaira. He tells her that a monitor 
displays the work done on a computer. 

























'It looks like a television,'exclaims Samaira. 

'Yes/tells John,'It displays the films, cartoons, and games. It also shows the 
mouse pointer/ 

'Also, whatever you type using the keyboard is displayed on the monitor,' 
says John. 



Monitor 


Mouse 

'It's a mouse'John tells Samaira. 

Samaira cannot stop laughing. 

John tells her that a mouse is a pointing device. It is used to point at, select, and 
move things on a computer. 

'A mouse generally has two buttons and a scroll wheel,'John explains further. 

'When you move the mouse, the mouse pointer also moves along with it. You can 
even draw using a mouse,'tells John. 

John explains to Samaira that the mouse pointer is a symbol or image that we 
see on a computer screen. 

'A mouse pointeris also known as a cursor. It shows movement of the mouse,' 
tells John. 

'How does a mouse work?'asks Samaira. 

'A wired mouse can be connected to a CPU cabinet using the wire,'answers John. 

John also tells Samaira that nowadays wireless mouses are also available. 

A wireless mouse works on batteries. 







To use a wireless mouse, we need a small device, called receiver. This receiver 
needs to be plugged into the CPU cabinet or laptop. 



Wired mouse Wireless mouse 


Keyboard 

Now Samaira wants to learn about a keyboard. John tells her that a keyboard 
consists of different types of keys. 

'I know, we can type using a keyboard,'tells Samaira. 

'Yes,'says John. 

He further tells Samaira that using a keyboard, she can type letters of the 
alphabet, numbers, and symbols. He shows all the main keys on a keyboard as 
follows— 

• Alphabet keys 

• Number keys 

• Space bar 

• Delete key 

• Backspace key 




Keyboard 
































CPU Cabinet 


It's the turn of the CPU cabinet to show itself. 

John tells Samaira that CPU is the short form of the central processing unit. 
Samaira is quick to see that the CPU cabinet is like a rectangular box. 

John tells Samaira that the CPU box contains the CPU. The CPU is called the brain 
of the computer because it controls all the other parts of the computer. 



CPU cabinet 


He then shows Samaira different buttons and parts on the CPU box— 

• ON/OFF switch buttons 

• USB drives 

• Restart button 

• Points to connect other parts of the computer 

• CD/DVD drive 


A CPU c; 
points tl 



parts of the computer. These 
points are known as ports. 


Find out the USB port in a 
laptop. 












Activity 


Which main parts of the computers are missing in the given pictures? Write 
their names. 
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Other Helpful Devices 

'I have learnt about all the parts of a computer/ 
exclaims Samaira. John then tells her that there 
are some other devices that can be attached to 
a computer to perform different functions. 

Printer 

John tells Samaira that to take a copy of the 
work done on a computer on a sheet of paper, 
we need a device. This is known as a printer. 

The print taken on a sheet of paper is called a printout or hard copy. 




Did You Know 


A UPS is a device that keeps 
a computer ON for some 
time when the power supply 
(electricity) goes off. The full 
form of UPS is uninterrupted 
power supply. 



Printer 


UPS 


































John tells Samaira that there are different kinds of printers, which she will learn 
about later, and they may look different. He then shows her the image of a printer 
usually used in homes and many offices. 

Webcam 

'There is a camera that can be connected to a computer. This is called a webcam,' 
John introduces Samaira to webcams. He tells Samaira that laptops come with 
inbuilt webcams. 



Webcam 


Speakers 

Now John shows Samaira the speakers that are connected to the computer. 
'You listen to songs on these,'Samaira tells John. 

'Yes, we use these to listen to sound and music on a computer', says John. 





Speakers 








Headphones 

'Sometimes, I listen to songs using headphones when I do not 
want to disturb others/John tells Samaira. 

He tells Samaira that headphones can be connected to a 
computer to listen to sound or music without disturbing others. 



Headphones 


Microphone 

John has one more thing to explain to 
Samaira, which is the microphone. 

John tells Samaira that a microphone is used 
to record sound in a computer. 



Microphone 

Pen Drive 


Quick Learn 

Raza wants to video chat with 
his cousin. Which devices will 
he use? 



The microphone, 
speakers, and headphones 
together form the sound 
system of a computer. 



John shows Samaira a pen drive. She notices that it is a small bar-shaped device. 
John tells her that it is used to store information. 

'Can I carry it?'asks Samaira. 

'Yes, it is easy to use and carry. It can store a large amount 
of data. You can copy data from a computer and store in 
it', says John. Pen drive 

Samaira is happy. She has enjoyed learning about 
different parts of a computer from her brother. 









Key Terms 



Hard copy 
Port 

Webcam 


A printout 

A connection point to which other devices are 
connected 

A camera connected with a computer 



• The monitor, mouse, keyboard, and CPU are the basic parts of a 
computer. 

• Printer, webcam, speakers, headphones, microphone, and pen drive are 
other important devices related to a computer. 

• A printer is used to take printouts of the work done. 

• A webcam is a camera that can be connected to a desktop computer. 

• Speakers are used to listen to music. 

• Headphones are also used to listen to music without disturbing others. 

• A microphone is used to record sound in a computer. 

• A pen drive is used to store information and data. 
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A. Choose the correct options. 

1. Which of the following houses the brain of a computer? 


a) 


'it' 


b) 



2. It looks like a TV screen 

a) ,--—i b) 




3. It is used to record sound, 
a) 




4. It is used to take a printout. 


a) 



b) 


c) 


c) 


c) 


c) 


d) 


Till UJJLJ 'JLJUJ 


eEE 



d) 
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d) 




5. Which of the following devices is used to copy data from a computer? 
a) b) v \ c) ^ cl) 


. & 
































B. Fill in the blanks using the words given in the box. 


i CPU headphones mouse pen drive keyboard j 

1. A_is used to point out things on the monitor of a computer. 

2. A_is used to store data. 

3. The_controls all the three parts of a computer. 

4. The_are used to listen to music without disturbing others. 

5. The_is used to type words on a computer. 

C. Write T for true and F for false. 

/.\ 

1. A microphone is used to record our voice. j 

\ . / 

/.\ 

2. A mouse is known as the brain of the computer. j j 

3. A pen drive is used to store information. j j 

. 

/.\ 

4. A mouse can be used for typing symbols. j j 

N./ 

/.\ 

5. A laptop has an inbuilt camera. j j 

N./ 

D. Colour and identify the pictures. Write their names in the blank spaces. 
































E. Complete the following crossword puzzle. 



F. Answer the following questions. 

1. What are the main parts of a computer? 


2. List any three keys of a keyboard. 


3. What is the use of a printer? 



4. What is the function of a mouse? 







































Project 



1. Collect pictures of all the main parts of a computer and paste them on an 
A4 size sheet of paper to make a complete computer system. Attach parts 
with each other by drawing wires and cables. 

2. Visit your computer lab and make a list of all the computer parts being 
used there. 



Work Wisely I 


Never play with computer parts. They might get damaged and might not 
work properly. 



• Emphasize the functions of different parts of a computer. 

• Demonstrate how to take a printout of text and images. 

• Discuss the advantages of using external storage devices. 
















After going through this chapter, you 
will be able to— 

describe the parts that are used to start 
j and shut down a computer and 

start and shut down a computer properly. 


Samaira comes home from her school 
She is very happy today. Her teacher 
taught the class today about the sun, 
moon, and stars. 

Samaira recalls what her teacher told 
the class— 


• The sun rises in the east in the morning. 

• When the sun rises high in the sky, it is midday or noon. 

• When the sun moves towards the west, it is afternoon. 

• The sun sets in the west in the evening. 

Her teacher has also shared some interesting information with the class— 

When we stand in the sun, our shadow is long in the morning and evening. 
But it is the shortest at noon when the sun is above us. 

Samaira decides to create a drawing in MS Paint 
to show different positions of the sun during a 
day. She goes to the study and wants to switch 
on the computer. (Usually, her mother helps her 
switch on and start the computer.) 

Just then, her mother comes in. She teaches her 
how to start and shut down a computer. 





























Activity 

Write the names of some electronic machines that are at your home. 


Starting a Computer 

Samaira knows that a computer is a useful machine. Her mother tells her that as a 
computer is an electronic machine, it is very important to use it properly. 

Samaira's mother tells her that she can switch ON and OFF a computer just like 
other electronic machines. She first tells Samaira how to start a computer. 

As advised by her mother, Samaira starts the computer. 

Stepl 

She first switches ON the power button to which the computer is plugged in. 



Step 2 

She then switches ON the UPS as it was connected to the computer. (Some 
computers may not have a UPS attached.) 























Step 3 

Samaria then switches ON the power button on the CPU cabinet. 



Step 4 

Samaria now switches ON the power button 
on the monitor. 



Quick Learn 

Find out the name of the 
machine that gives us 
electricity when the power 
goes off. 



After waiting for some time, a welcome screen appears on the monitor. Samaira's 
mother tells her that she needs to enter the 
correct username and password to use the 
computer. 



This is called logging in to a computer/she 
tells Samaira. 


Did You Know 



She then asks her to enter'samaira'as 
the username and 'samairal 290'as the 
password. She tells her that they have now 
logged in to the computer. 


Each username has a 
password. A password is 
a secret key. It can be a 
combination of letters, words, 
numbers, or symbols. 


Now Samaira's mother explains her these 
important things— 










The first screen that has appeared after the computer has started is known as the 
desktop. It holds some small pictures, which are known as icons. 



To the left of the desktop, there is a Windows button. This is known as the Start 
button. It is used to open programs and Shut Down a computer. It is also used to 
Restart a computer. 


Activity 


In the given picture, label the Start button, desktop, and icons. 



Shutting Down a Computer 

Now Samaira learns how to shut down a computer. 
She follows these steps as explained by her 
mother. 



Remember 

You should always shut 
down a computer when 
not in use. It saves 
electricity. 















Step 1 

Samaira clicks on the Start button. 

Step 2 

She clicks on the Power button. 

Step 3 

She then clicks on the Shut down option. 

She sees a Shut Down message on the screen. 



Quick Learn((-4- 


The monitor screen turns off after some time. 

Step 4 

She switches OFF the button on the monitor. 

Step 5 

She then switches OFF the UPS. 

Step 6 

Her mother asks her to switch OFF the main 
power button. 

Samaira learns one important thing from her 
mother. She tells Samaira that if she does not 
want to shut down a computer, she can log 
out of the computer. The computer keeps 
running after logging out. She can log in 
again with her username and password to use the computer. 



What will happen if you click 
the Restart option? 

Note: The Restart option is 
displayed when you click on 
the Start button and then the 
Power button. 










Starting a laptop 

Samaira's mother has a laptop. She tells Samaira 
that a laptop runs on a battery. A laptop needs to 
be charged when the battery is low. She further 
explains to Samaira that a laptop has only one 
Power button. She shows how to start and shut 
down the laptop to Samaira. 

She presses the power button and the laptop 
starts. To shut down the laptop, she clicks 
on the Start button. Then she clicks on the 
Power button and selects the Shut down 
option. 


Quick Learn 



Key Terms 



Ask your elders why passwords 
are required. Ask them to name 
some places where passwords 
are used. 


Electronic machine A machine that runs on electricity 


Log in 

Desktop 

Icons 


To perform some actions to begin using the computer 
The screen that you see on the monitor of a computer 
Small pictures on the screen of a computer 



• A computer is an electronic machine. 

• You should switch ON and OFF a computer properly. 

• The screen that appears after starting a computer is called the desktop. 

• The small pictures on the monitor of computer are called icons. 

• The Start button is used to start, restart, and shut down a computer. 

• There is only one Power button on a laptop, which is used to start it. 


















li twfal 


A. Choose the correct options. 

1. Which of the following is not an electronic machine? 

a) Refrigerator b) Washing machine 

c) Laptop d) Sharpener 

2. Which of the following is the Start Button? 

a)Q b)Q 

C >Q d 1 Q 

3. The first step to start a computer is 

a) switch ON the UPS. b) switch ON the monitor, 

c) switch ON the power supply. d) switch ON the CPU. 

4. The first step to shut down a computer is 

a) click on the Start Button. b) click on the Shut down button, 

c) switch OFF the UPS. d) switch OFF the monitor. 

B. Fill in the blanks using the words given in the box. 

icons desktop Start electronic 

1. The first screen that appears after switching on a computer is called 

2. The_button is used to open programs and shut down a 

computer. 

3. A computer is an_machine. 

4. The small pictures on the desktop are called_. 













C. Number the steps from 1 to 5 to shut down a computer. 

Step _: Switch OFF the UPS. 

Step _: Switch OFF the power supply button. 

Step _: Switch OFF the monitor. 

Step _: Click on the Start button. 

Step _: Click on the Shut down option. 

D. Answer the following questions. 

1. Write three examples of electronic machines. 


2. What is a desktop? 


3. What is an icon? 


Project " 

1. You need a username and password to access a computer. Write three 
examples from daily lives where you need to show your identity to get 
access. Take help of your elders. 

2. Visit your computer lab and start the computer. Enter the password in 
capital letters. Observe what happens. 


3. Find out and write the steps to start and stop a scooter. 






















Work Wisely 1 



Always shut down your computer after you have finished your work. Do 
follow all the steps to shut it down. Never switch it off by directly pressing 
the UPS button. Otherwise, the computer may not work properly when you 
start it again. 



Notes for the Teacher Q 


• Demonstrate the correct way to start and shut down a computer. 

• Emphasize the importance of username and passwords. Explain why it is 
important to keep a password for a computer and how it helps. 

• Discuss why a computer takes some time to start and shut down. Discuss 
all the activities that take place during those processes. 
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After going through this chapter, you 
will be able to— 

t ,_ identify different types of keys on a 
t • keyboard and 

tell the functions of these keys. 


Srivatsan is going for a class picnic on 
next Saturday. He is very excited about 
the picnic. His mother asks him to 
prepare a list of things he needs to carry 
in the picnic. He asks his mother,'Why 
don't we prepare it on the computer?' 


His mother tells him that we write on a computer using a keyboard. This is called 
typing. His mother now shows him the keyboard. 



Keyboard 


She explains to Srivatsan that a keyboard is a typing device. It consists of small 
buttons, which are known as keys. A keyboard generally has about 104 keys. You 
can use a keyboard to type letters of the alphabet, numbers, and symbols by 
pressing these keys. 

Srivatsan is very keen to know how the keys of a keyboard work. His mother 
starts explaining to him all the keys one by one. 









































Alphabet Keys 

The alphabet keys are used to type letters, words, and sentences. These keys have 
letters written on them. There are 26 alphabet keys from A to Z. 



Number Keys 

The number keys are used to type numbers. There are ten number keys from 0 to 
9. Some keyboards also have a numeric keypad on the right side of the keyboard. 
The numeric keypad also contains a set of number keys. 



ActiuKy 

Colour the keys that you will use to type your name in red and roll number in 
blue. 






















































































































































Enter Keys 

The Enter keys are used to move to the next line. 



When you press the Enter key, it does not 
type anything on the monitor, but it moves 
the cursor to the next line. A cursor is a small 
vertical blinking line. It indicates the position of 
the cursor. 

There are generally two Enter keys on a 
keyboard. 



Some keyboards have only 
one Enter key. Some laptops 
also have one Enter key. 


Space Bar 

It is the longest key of the keyboard. It is used to insert spaces in the text. 
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Backspace Key 

The Backspace key is used to erase characters present to the left of the cursor. 
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Delete Key 

The Delete key is used to delete characters present to the right of the cursor. 



Srivatsan's mother starts typing on the computer. She is typing slowly to let 
Srivatsan understand it. She first types T, presses the Space bar, and then types 'am'. 

l| 11 I ami 


She again presses the Space bar and types 'goingg'. By mistake, she has typed 'gg'. 
Srivatsan looks at her mother. She uses the 
Backspace key to remove the extra 'g'. 

I am goingg| 


Quick Learn(M- 


I am going| 

She tells Srivatsan that the Delete key can 
also be used to delete text. She again types 
one extra 'g' to show the use of the delete key 
to Srivatsan. She then uses the left arrow key 
to move the cursor to the left and presses the 
delete key. 



Srivatsan wants to type the 
colon (:) symbol after list in 
place of the full stop. Which 
key should be used? 


I am goinggj I am going|g I am going) 

She keeps on typing and finally Srivatsan sees two sentences typed on the 
computer as shown below. 


I am going for a picnic. This 
is my checklist. 


































































Srivatsan wants the second sentence to start from the 
next line. His mother places the cursor before the word 
'This' She then presses the Enter key. The sentence 
moves to the next line. Now the text appears as shown 
alongside. 

Caps lock Key 


I am going for a picnic. 
This is my checklist. 



Srivatsan now starts exploring the keyboard. He notices a key with Caps Lock 
written on it. His mother tells him that when the Caps Lock key is pressed, any 
letter that you type appears in capital letters. 



She then presses the Caps Lock and types 'checklist'. It appears as 'CHECKLIST' on 
the computer. She then presses the Caps Lock again to turn it off. 


I am going for a picnic. 
This is my checklist. 

CHECKLIST 



Arrow Keys 

Srivatsan notices four keys on the keyboard. He starts 
saying,'move up','move down''move left', and'move 
right'. His mother tells him that these are arrow keys, 
and these are used to move the cursor up, down, left, - * _ 
and right. She also tells him that the arrow keys are 
also known as the cursor-control keys. 


Arrow keys 






































































'Let's modify the first sentence', Srivatsan's mother tells him. She uses the up 
arrow key to go to the first sentence. The cursor is now placed before picnic. She 
adds the text there. 

Actiuity 

Identify the keys. 

1. This key is used to erase anything to the left of the cursor. 

2. These keys are also known as arrow keys. 


3. This key is used to delete anything to the right side of the cursor. 


Srivatsan notices some other types of keys on the keyboard. He wants to know 

about these as well. His mother explains them to him. He listens to her attentively 

and observes each of these. This is how his mother describes these keys. 

Num lock Key 

The Num Lock key is used to type the numbers present on the number pad. 

When this key is pressed, a green or red light appears. 

Shift Key 

The Shift key is used along with the other keys. There are generally two Shift keys 

on a keyboard. These can be used in two cases— 

• To type the letters of alphabet in capitals —Keep the Shift key pressed and 
type the alphabet key. The letter will appear in capital. 

• To type the upper symbols on the keys —There are some keys that have 
two symbols on them. If you press such a key, the symbol on the bottom is 
displayed. To display the symbol on the top, keep the Shift key pressed and 
press the desired key. 
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Ctrl Key 

The Ctrl (Control) key is used along with other keys to do different things. For 
example, the Ctrl + C key combination is used to copy the selected text. (TheV 
sign here means that you have to keep the Ctrl key pressed while pressing the'C' 
key. Copying text will be explained later.) 


Tab Key 


The Tab key moves the cursor to the right by inserting many blank spaces at once. 



Windows Key 

The Windows key has the Microsoft logo on it. It is also called the Start key. When 
you press this key, the Start menu appears. 

Esc Key 

The Esc (Escape) key is used to close a menu or a dialogue box. If you press the 
Windows Key by mistake, a menu appears. To close this, press the Esc Key. The 
menu disappears. 

Srivatsan's mother now asks him to type the checklist. She asks him to press the 
Num Lock key and type '1'. She tells him to again press it to turn it off. 

He starts listing the things he needs to carry for the picnic. Now he prefers to use 
the Number Keys on the number pad. He now knows that he can move to the 
next line by just pressing the Enter key. 
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Activity 

Find out the following keys on the keyboard and colour them. 

Tab key Shift Key Windows key 

Ctrl key Num Lock Key Esc key 



Key Terms 



Cursor 


Caps Lock key 
Num Lock key 
Ctrl Key 

Esc Key 


A vertical blinking line (I) that shows the position 
where the typed letter or number will appear on the 
screen 

The key used to type letters in capitals 
The key used to turn on or off the number pad 

The key used along with the other keys to do different 
things 

The key used to close a menu or a dialogue box 












































































• A keyboard is a typing device. It usually has about 104 keys. 

• The keys with the letters of the alphabet on them are called alphabet keys. 

• The keys with numbers on them are called number keys. 

• The Enter key is used to go to the next line. 

• The Space bar key is used to insert spaces between words. 

• The arrow keys move the cursor up, down, left and right. 

• The Backspace key is used to erase anything to the left side of the cursor. 

• The Delete key is used to delete anything to the right side of the cursor. 

• The Shift key is used to type letters in capital and some symbols. 

• The Ctrl key is used along with other keys. 

• The Tab key moves the cursor to the right by many places. 

• The Esc Key is used to close a menu or a dialogue box. 



l a if fin 


A. Choose the correct options. 

1. Which of the following is the longest key of the keyboard? 


a) Enter key 
c) Shift key 


b) Space bar 
d)Tab key 


2. The key used to move the cursor forward by many spaces is the 


a) Esc key. 
c) Backspace key. 


b)Tab key. 
d) Delete key. 










3. The key used to close the Start menu or dialogue box is the 

a) Tab key. b) Esc key. 

c) Shift key. d) Ctrl key. 

4. The key used to erase anything at the left side of the cursor is the 

a) Esc key. b) Tab key. 

c) Backspace key. d) Space. 

B. Fill in the blanks using the words given in the box. 

Delete arrow Caps Lock four Shift 

1. There are_cursor control keys. 

2. When_key is on, capital characters are typed on the screen. 

3. The cursor control keys are also called the_keys. 

4. The_key is used to delete anything to the right side of the cursor. 

5. The_key is used to type symbols. 

C. Write T for true or F for false. 

/.\ 

1. The Enter key is used to go to the next line. j j 

s./ 

2. The arrow keys move the cursor forward by inserting many f. 

blank spaces. .; 

3. The Space bar is used to give space between words. j j 

4. There are 26 alphabet keys. j j 

5. The Ctrl key is used to type letters in capital. j j 

6. The Delete keys are used to delete anything to the left of f. 

the cursor. . 



7. The Esc key is used to close a menu or a dialogue box. 





















D. Colour the keys of the keyboard with the given colour code. 


Tab Key, Ctrl key 

Num Lock key, Caps Lock key 

Esc Key, Shift key 

Cursor Control keys 





E. Answer the following questions. 

1. Which key is used to type in capitals? 


2. Which key is used to type symbols? 


3. What is the use of the Enter key? 


4. What is the small vertical blinking line called? 


5. What is the function of the Delete key? 
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Project 



1. There are two horizontal lines on keys F and J. These are for ease of typing. 
Take the help of your elders and learn to place your hands properly on the 
keyboard. 

2. Solve the given sums in your exercise book— 

a) 2 + 3 = 

b) 3 + 4 = 

c) 5-5 = 

d) 7-4 = 

e) 6-3 = 

Now open the calculator on the computer and with the help of your 
teacher check the answers of the above sums. 



Work Wisely 1 


Never eat while typing on a keyboard. The crumbs that fall on the keyboard 
will stick to the keys. 



Notes 


• Take a keyboard and show it in the classroom. Discuss the function of each 
key with the students. 

• Explain the proper way to place hands on a keyboard while typing. 

• Explain different types of keyboards available. 
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After going through this chapter, you 
will be able to— 

A use various tools of MS Paint to draw 
ji*^ shapes and 

save, open, and close drawings created 

-"w/JttlO'- 

tt in Paint. 


It is Rahul's best friend Manav's 
birthday tomorrow. Rahul wants 
to make a greeting card for 
him. His mother tells him that 
he can make a beautiful card in 
MS Paint. She also tells him that 
there are many tools that can be 


used. It is also possible to save a drawing and print it 
out. A saved drawing can be reopened any time, and 
changes can be made to it. 

Starting Paint 

As instructed by his mother, Rahul starts Paint. 



1. He clicks on the Search box on the Taskbar. 

2. He then types Paint. 

3. The Paint option appears on the Start menu. 

4. Rahul clicks on Paint. 

The Paint window appears on the screen. It has different 
parts. 

Rahul's mother explains different parts of the MS Paint 
window to him. 

Starting IVIS Paint 
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P paintj 
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Maximize 


Minimize 


Close 


Ribbon 


Drawing 

Area 


Parts of the Paint window 


Ribbon —It contains all the tabs and commands that are used to draw and paint. 
Tabs are the buttons that contain different sets of related commands. Commands 
are used to perform specific tasks. 

Drawing area —It is the white area where you draw using the tools. 

Minimize button —This button is used to minimize the Paint window. 

Maximize button —This button is used to maximize the Paint window. It changes 
to Restore Down button s when you have maximized the window. 

Close button —This button is used to close the Paint program. 

There is a File button at the left corner of the window. It has options to close, 
open, save, and print a file. 

Rahul's mother explains to him that after opening a window, the minimize button 
can be used to hide the window from the desktop. The maximize button is used 
to make the window appear in the full screen. 






















Drawing a Shape 


Rahul's mother tells him about the Shapes group. She explains to him that he can 
draw various shapes, such as line, rectangle, oval, triangle, rounded rectangle, 
diamond, and pentagon, using the tools in the Shapes group. 

Rahul wants to draw a star. He follows these steps as told by his mother— 


1 . 


2 . 

3. 

4. 


He clicks on the five-point star shape 
in the Shapes group. The star shape is 
selected. 

He then moves the mouse pointer over 
the white area (drawing area). 

He clicks on and holds the left mouse 
button, and then drags the mouse to dr 
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T 

Shapes 


Shapes group 


the shape. 


After drawing the star, he releases the mouse button. A star gets drawn. 



Star drawn using the Shapes group 


Now Rahul's mother tells him that with the selected shape, he can do one or 
more of the following things. 


1. To change the outline style, he can click on the Outline drop-down button 
and select the desired line style. 



































2. To change the fill style, he can click on Fill and then select the desired option. 



^ Fill - 
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No fill 
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Solid color 


Crayon 
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Ma rke r 
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Oil 


Natural pencil 

a 

Watercolor 


Outline drop-down menu Fill drop-down menu 


3. 


To change the thickness of the line, he can click on Size and then choose the 
desired option. 



Quick Learn 



Create any shape on the 
drawing area. Change the 
thickness of the shape. 


4. To change the colour of the outline, he can click on Color 1 in the Colors 
group and select the colour of his choice. 

5. To change the fill colour, he can click on Color 2 and select the desired 
colour. 


Color 
1 

Colors 
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Colors group 

















































































Brush Tool 

Rahul's mother shows him the Brush tool. She explains to him that the Brush tool 
is used to draw lines or curves with different effects. 

She shows different types of brushes available in Paint. 
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Brush drop-down menu Drawing using Oil brush 


Some More Tools in NS Saint 

Rahul now learns about different tools in Paint. His mother tells him the function 
of each tool. He draws the picture of each tool in his exercise book and lists them 
along with their functions. 


Tool 

Name 

Function 

/ 


Pencil 

To draw like a pencil 



Eraser 

To erase a drawing or a part of it 



Fill with color 

To fill up a closed area with colour 

A 


Text 

To type text in a drawing 



Color picker 

To copy a colour from a drawing 



Magnifier 

To magnify a drawing 


























































































Activity 

Create a traffic light in MS Paint as shown below. 
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Saving a Drawing in NS Paint 

Rahul has drawn a star in Paint. His mother asks him to save the file for later use. 
He follows these steps— 


1. He clicks on the File menu. 
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Exit 


Selecting the Save option 


2. He then clicks on the Save option. 

3. The Save As dialogue box appears. 



You can also save a drawing 
by using the CTRL + S key 
combination. 



















4. 

5. 


His mother helps him select the location where he wants to save the drawing. 
In the File name box, he types a file name. 


•'"f Save As 

| « Grades > G2 » Images > Ch5 
Organize ▼ New folder 
3 3D Objects * 

□FI Desktop 
H Documents 
Downloads 


v O 


X 

p 

m ~ O 


A 


Music 

2 


3 

4 

5.4 

Icl Pictures 

|l_* 





H Videos 

1 



/ * A 


_ Windows (C) 

[ 


. *1 



— RECOVERY (DO 

1 



Tools 

■ *T! : 

__ New Volume (FO 

5.5 


5.6 

5.7 

5.8 


File names 
Save as type: 


V 

= ■ 

V 

new| 


H 

PNG (‘.png) 




] 


Save As dialogue box 

6. He finally clicks on the Save button. 

Rahul observes that there are two options— 

Save and Save as under the File menu. He 
asks his mother, 'How are these two options 
different?' 

'The Save as option is used to save a file with 
a different name. For example, if you have 
a file by the name of "Paintl "and now you 
want to save it with another name, you can 
use the Save as option. The Save option is 
used to make changes in the already saved 
file. For example, if you make changes to the 
file "Paintl "you can use the Save option to 
save the file,' replies Rahul's mother. 


Quick Learn 



Create a similar drawing in 
Paint as shown below. Save the 
drawing by your name. 
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Opening a Saved Drawing 

'How can I open the saved drawing?' Rahul asks his mother. She explains the 
steps to him and he follows them. 

1. He clicks on the File menu. 

2. He then selects the Open option. 






























3. The Open dialogue box appears. 

4. His mother helps him select the 
location where the drawing is saved. 

5. She also helps him in searching for 
the drawing and selecting it. 

6. He finally clicks on the Open button. 

The file is opened. 

Rahul's mother tells him that a dialogue 
box is a box displayed on the screen, 
asking us to select a command or to provide information. 

'A dialogue box is a means of communication 
by a computer to the user/ she tells Rahul. 

Quick Tip 

Closing MS Paint ~ „ 

You can open an already saved 

After Rahul has finished working on Paint, he fj| e us j n g th e Ctrl + 0 key 
wants to close it. His mother tells him to click combination, 
the File menu and select the Exit option. It 
closes MS Paint. 



Open 


X 
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Selecting the Exit option 






























Key. Terms 



Ribbon 
Brush tool 
Drawing area 
Window 

Tab 

Dialogue box 
Magnifier 


An area that contains all the commands 

A tool used to draw lines or curves 

An area where you draw and paint 

An area on the screen that displays some information 
about a specific program 

A button that contains a set of related commands 

An area displayed on the screen in which a user is 
asked to select a command or to provide information 

A tool used to magnify (increase the size of) a drawing 



• Microsoft Paint is used to draw and colour. 


• The Paint window has two main parts—ribbon and drawing area. 

• The ribbon contains all the tools that are used to draw and colour. 

• The drawing area is the white area where you draw using the tools 

• You can save a drawing by pressing Ctrl+S keys. 

• You can open an already saved drawing by pressing Ctrl+O keys. 
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A. Fill in the blanks using the words given in the box. 

i text Ctrl +S File ribbon drawing 

1. The_contains all the tools that are used to draw and paint. 

2. The area where you draw is called the_area. 

3. The_tool is used to add text in a drawing. 

4. The_key combination is used to save a file. 

5. The_menu is used to open a saved file. 

B. Write T for true and F for false statements. 

1. You can draw lines and curves using the Line tool. f. 

2. The Fill with color tool is used to fill up a closed area f. 

with colour. '. ; 

3. You can find tools in the drawing area. f. 


4. The Pencil tool is used to draw colourful lines. 


5. The Ctrl + O keyboard shortcut is used to close the Paint 
window. 

















C. Draw lines to match the following. 


1 . 

2 . 

3. 

4. 

5. 



a) Magnifier 

b) Eraser 

c) Color Picker 

d) Pencil 

e) Fill with color 


D. Answer the following questions. 

1. Write the two main parts of the Paint window. 


2. Which menu will you click on to save a drawing? 


3. Which tool will you use to erase a drawing? 


4. What is the use of the Magnifier tool? 






























Project 



1. Draw a toy train with the help of Line, Shapes, and Fill with color tools. 

2. Draw a rainbow in Paint using Watercolor brush tool. 

3. Draw a kutcha and a pucca house in MS Paint. 


Work Wisely 



While working on a computer, keep your feet firmly on the floor or a 
footstool. Also, keep your back straight. 


Notes for the 

MS Paint is basic graphic designing software. Start teaching about the lines 
and basic shapes only. Demonstrate how to use the Fill with color tool. Ask 
children to draw shapes of their choice. 


Teacher 


















After going through this chapter, you 
will be able to— 

identify the components of the WordPad 
i window and 
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In Chapter 4, you saw how Srivatsan 
learnt about the keyboard. His mother 
helped him learn the use of different 
keys. He is now familiar with all the keys 
of a keyboard. 

Now he wants to learn typing on a 
computer. His mother tells him that 
while typing we use both our hands and 


different fingers are used to press different keys. They shared some interesting 
information as given below with each other. 

Srivatsan's mother tells him to keep the fingers of the hands over the keyboard in 
the position as described below. 

• She asks Srivatsan to place his index fingers on the keys F and J. She tells 
him that the little horizontal lines on the keys F and J help us position our 
left and right hand on the keyboard without seeing the keyboard. 







































































• She also tells him that when not typing or after pressing a key, your fingers 
should always return to this position. 

Now Srivatsan decides to write this poem on the computer— 

Rain, rain, go away, 

Come again, another day, 

We children want to play, 

Rain, rain, go to Spain, 

Never show your face again. 

But if the farmers need the rain, 

Then Rain, rain, come again! 

'Where shall I type the poem?' Srivatsan asks his mother. She tells him that we use 
a word processor to type on the computer. 


Word Processor 


Srivatsan's mother tells him that a word processor is a program that is used to 
write poems, stories, letters, and notices on a computer. 

'Let me introduce you to WordPad' she tells Srivatsan. 

'What is WordPad?' he asks. 


His mother explains that WordPad is a word 
processor program. She now starts WordPad. 

Starting WordPad 

Srivatsan's mother starts WordPad in a stepwise 
manner to let Srivatsan understand it. 

1. She types Wordpad in the search box. 

A menu appears showing the results of the 
search. 

2. She clicks on WordPad. 




E D @ 

Best match 

Filters V' 

“ WordPad 


= Desktop app 


Search suggestions 


P wordpad - See web results 

> 

Store (1) 

I 

P wordpad 

1 

_J 


Starting WordPad 
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The WordPad window appears on the screen. 

Barts of the WordPad Window 

Srivatsan's mother shows the WordPad window to him. 



WordPad window 


She tells him that the WordPad window is divided into various parts. She shows 
him each part one by one and explains its use. 

File Menu 

The File menu is located at the upper left corner of the WordPad window. It helps 
to open, save, print, and close a document. It also helps to create new blank 
document. 


Quick Access Toolbar 

It is located at the top left corner. This toolbar contains some of the frequently 
used commands. 



Quick Access Toolbar 


File menu 


Clipboard group 


go 






















Title Bar 

It is found next to the Quick Access 
Toolbar. It displays the name of the 
current document. If you do not name 
your file, the WordPad displays the name 
as 'Document-WordPad' by default. On the right corner, there are three buttons 
called the window control buttons. 


t Do'Cument - WordPad 


Title bar 


Ribbon 

It is displayed just below the title bar. It contains all the commands that are 
needed for common tasks in WordPad. The commands are divided into tabs and 
groups. 



Ribbon 


Document Area 

The white area where you write text is called the document area. 

Zoom Slider 

It is used to make the document appear bigger or smaller. 

Vertical Scroll Bar 

It is located at the right of the window. It is used to move the document up or 
down. 


Horizontal Scroll Bar 


It is located at the bottom of the window. It is used to move the document left or 
right. 
















Document area 



Vertical scroll bar 


Horizontal scroll bar 


Zoom slider 


Parts of a WordPad window 


Srivatsan now starts typing in the document area. 



Copy and Paste 

Just after typing three lines, Srivatsan is told one interesting thing about 
WordPad. 

His mother tells him/You don't have to write "Rain, rain"again and again. You can 
just duplicate this text. This can be done through the copy and paste commands.' 

Srivatsan is eager to learn this new thing. He is now guided through these steps 
by his mother. 
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He selects the text'Rain, rain'from the first line. He does it as follows— 

• He places the cursor over the text. 

• He then clicks and holds the left mouse button. 

• He drags the mouse pointer over the text and releases the mouse button 
when he is done. 

The selected text is highlighted. 

Srivatsan clicks on the Copy command 
in the Clipboard group. 


| Home Viet 

n * cut 

1 — 1 l^| Copy 


- 11 - A‘ a t 


B I 


Clipboard 

Z ■ i ■ 1 ■ i T 


1 1 i ■ 2 ■ 


Font 

■ 3 ■ i ■ 4 1 


■ 5 ■ i ■ 6 ■ 


Rain, Rain go away. 

Come again, another day. 
We children want to play. 


Quick Learn 



Selecting text 


You can use the following 
keyboard shortcuts: 

To copy: Ctrl + C 
To cut: Ctrl + X 
To paste: Ctrl + V 


3. Now he places the cursor on the fourth line, where 
he wants to duplicate the text. 

4. He clicks on the Paste command. 

Srivatsan's mother tells him that alternatively, he can 
right-click on the selected text and select the Copy 
option. He can then right-click on the area where he 
wants to copy the text and select the Paste option. 

Cut and Raste 


I y > ^ ▼ I Document - WordPad 


File 

| Home 

□ 

Paste 

X c ut r 

m c °py 


View 

Calibri -|l1 ▼ A" a" 
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Font 
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Rain, Rain go away. 

Come again, another day. 

We children want to play. 

Rain, Rainj 


Copying text 


By mistake, Srivatsan types the fourth line as Qyj^|^ | av 0 Qpn 

'Rain, Rain Spain go to' instead of'Rain, Rain —- 

go to Spain'. His mother tells him that he 
can simply use the cut and paste commands 
to correct it. These commands are used to ■ 2 - x 

move text from one position to another. 



Identify the icons given below. 
l.jj 2. „ 3. 

























When you cut text after selecting it, it disappears from that position. Let us see 
how Srivatsan corrects his text— 

1. He selects the word 'Spain' It is highlighted. 

2. He now clicks on the Cut command. The word 'Spain' disappears. 

3. He places the cursor after'to'and clicks on the Paste command. 
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Home View 

^ Cut Calibri 
Copy 
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Selecting text 


| Home View 

pl ^ Cut Calibri 
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Rain, Rain go away. 

Come again, another day. 

We children want to play. 

Rain, Rainjgo to 


Text after using the Cut 
command 



Text after using the Paste 
command 


Actiuity 

Mohit wants to list down some of the good habits to keep the body clean in 
WordPad. He wants to copy and paste some text. Can you help in arranging 
the steps in the correct order? 


r 1 

Click the Paste command. 

V _ J 


r I 

Select the text. 

V J 



r 

Click the Copy command. 

V J 


r ) 

Place the cursor where you 
want to paste the text. 










































Saving a Document 

Srivatsan has to save his work now. His 
mother tells him that he should save his 
work on WordPad for later use. He follows 
these steps to save the file as told by his 
mother— 

1. He clicks on the File tab. 

2 . He selects the Save option in the left 
pane. 

3. The Save As dialogue box appears. 

He selects the location where he wants to save the document in the left pane. 

4. He types the name of the file in the File Name box. He names the file 'Rain, 
Rain go away'. 

5. He then clicks on the Save button. The document gets saved at the selected 
location. 


Quick Learn 

You can also save a file on 
WordPad by clicking on the 
Save command on the Quick 
Access Toolbar. 



Q 0* » I Document - WordPad 
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Selecting the Save option 


SaveAs 
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Save in this format by 
default 


[ 
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- 

Rich Text Format (RTF) 
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You can also use Ctrl + S keyboard shortcut to save a document. 


























formatting WordPad Document 

Srivatsan is enjoying working on WordPad. 

'What else can I do now with my document?' he asks his mother. She tells him 
that he can change the appearance of the text in the document. This is called 
formatting. She explains to Srivatsan that when we format a document, it 
appears cleaner and more attractive. In WordPad, we can format the document 
using different fonts, font size, and font colour. 

Using Different Fonts 

Srivatsan's mother tells him that a 'font' is the style of 
writing—how what is typed appears on the screen. 

She shows him the Font family box. He clicks on it, 
and a font list is displayed. 

Srivatsan's mother tells him, 'You can choose or 
change the font type from this list'. 

Font Size 

Srivatsan locates the Font Size box. (He finds it just 
to the right of the Font box.) His mother tells him that the Font Size drop-down 
arrow is used to change the size of the font. 


Quick Learn 

Make a list of the sense organs 
in WordPad. Give the heading 
in red colour as 'The Sense 
Organs'. Set the font size of the 
text to 14. 
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Font drop-down menu 


Font Size drop-down menu 





















Font Colour 


'Can I change the colour of the text?' Srivatsan asks his mother. 

His mother says,'Yes, you can do it just by clicking the Text color option' 


It shows a list of colours, which makes Srivatsan happy. 



Font Color drop-down menu 



By default, the font is Calibri 
and the font size is 11 in 
WordPad. 


When you type in WordPad, 
the text appears in black colour 
by default. 


Now Srivatsan wants to change the font type, font size, and text colour in his 
document. He selects Bell MT from the Font family box, 18 from the Font size box, 
and Vibrant orange from the Font color box. To change the font of any text that 
has already been typed, he has to select the text first. 
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Text after changing the font type, font 
size, and font colour 



























Creating a New Document 

Srivatsan wants to create a new document in WordPad. Now it's time to surprise 
his mother while she goes to get some fruits for him. 

This is what Srivatsan does. 

1. He clicks on the File menu, and selects the New option in the left pane. 



Selecting the New option 


Quick Tip 



You can create a new 
document by using Ctrl + N 
keyboard shortcut. 


2. A new blank document appears. 


Closing/Exiting WordPad 

Srivatsan's mother comes with the fruits 
and sees the new document created by 
Srivatsan. She is happy that Srivatsan has 
enjoyed typing and doing various things 
in WordPad. But now it's time for him to 
go out and play football with his friends. 
She tells him to click on the Close button 


Quick Learn 

You can also close the document 
by pressing Ctrl + W keys or 
clicking on the File menu and 
then selecting the Exit option. 

















Key Terms 



Word processor A program that is used to write poems, stories, 

letters, and notices on a computer 

Font Style of typing 

Formatting Changing the appearance of the text in a document 



• A word processor is a program that is used to write poems, stories, 
letters, and notices on a computer. 

• WordPad is a word processor program. 

• Different components of WordPad are the File menu, title bar, window 
controls, tabs, ribbon, document area, scroll bars, and the zoom slider. 

• The copy and paste commands in WordPad are used to copy text. 

• The cut and paste commands are used to move text from one location to 
another. 

• Formatting refers to changing the appearance of the text in a document. 

• Changing font type, font size, and font colour are the ways to format text 
in a WordPad document. 
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A. Choose the correct options. 

1. Which of the following buttons will you click on to close the file? 

a) File b) Home 

c) View d) None of these 

2. The option to change font type and font size appears on the 

a) Quick Access Toolbar b) File tab 

c) Ribbon d) Title bar 

3. Which of the following is the keyboard shortcut for the copy command? 

a) Ctrl + C b) Ctrl + Y 

c) Ctrl + Z d) Ctrl +W 

4. Ctrl + N is a keyboard shortcut for 

a) opening a new document. 

b) opening an already saved document. 

c) saving a document. 

d) closing a document. 

5. To create a new blank document, you click on the_option. 

a) New b) Open 

c) Create d) Save 


B. Fill in the blanks using the words given in the box. 

copy font quick access name file 

1. The_menu has the commands to save a document. 

2. The Title bar displays the_of the current document. 










3. The_Toolbar contains all the commands that are needed for 

common tasks in WordPad. 

4. The style of typing in WordPad is called_. 

5. The_command is used to duplicate the text. 

C. Write T for true and F for false. 

1. WordPad is a word processor program. f. 

2. The colour of the text in a document cannot be changed f. 

in a WordPad. ».* 

3. The Quick Access Toolbar contains the frequently used f. 

commands. . 

4. The File tab is located at the upper left corner of the f. 

WordPad window. *. • 

5. The window control buttons are located at upper right f. 

corner of the window. '. ; 

D. Answer the following questions. 

1. Write any five components of the WordPad window. 


2. What is the use of the horizontal scroll bar? 


3. What does the title bar show? 



4. What is the keyboard shortcut for the cut, copy, and paste commands? 






















Project 



1. Type the following poem in WordPad and save your document as 'Jack and 


Jill'. 


Jack and Jill went up the hill, 

To fetch a pail of water. 

Jack fell down and broke his crown, 
And Jill came tumbling after. 

Up Jack got, and home did trot, 
As fast as he could caper, 

He went to bed to mend his head, 

With vinegar and brown paper. 


2. Open the document 'Jack and Jill'and do the following activities— 

a) Change the text colour to blue. 

b) Change the text font size to 12. 

c) Copy the first stanza of the poem. Open a new document and paste it 
there. 

d) Now save the new document created in part c) as'jack & jill'. 



Work 


Use the keyboard shortcuts, wherever possible, to save time and work faster. 



Notes 


• WordPad is a basic word processor. It is important that students become 
familiar with its various tools. Encourage them to write their favourite 
stories or poems in it. 

• Emphasize how copy, cut, and paste commands work. 















Worksheet 1 


A. Write C for computer and H for Human for the following— 

1. Can take his own decisions 


2. Can work very fast 


3. Can store a large amount of information 


4. Have feelings 


5. Gets tired after working for a long time 


B. Answer in one word for each of the following— 

1. The longest key on the keyboard 


2. The tool used to type text in a drawing in Paint 


3. The place where computer is used for keeping records of the customers and 
their accounts 


4. The computer part used to store information and is easy to carry 



5. The first screen that appears after a computer is switched ON 


















C. Identify the image and write its name. 













Worksheet 2 


A. Identify the following tools and write their names. 


1. 

* 

2. 


\ 

on 

4. 

/ 

5. 


e - 

B. Match the following. 

1. Enter key 

a) 

used to close a menu or a dialogue 

2. 

Delete key 


b) 

box 

moves the cursor forward by 

3. 

Backspace key 

c) 

inserting many blank spaces 

used to move the cursor to the next 

4. 

Tab key 


d) 

line 

used to delete characters present to 

5. 

Esc key 


e) 

the left of the cursor 

used to delete characters present to 





the right of the cursor 






















C. Solve the crossword given below. 

Across 

1. A computer part that is used to select things on a computer 

4. The place where computers are used to keep records of employees 

5. A computer that is larger than a tablet and can be easily carried along 

6. The place where computer is used to keep records of the patients 

Down 

2. The place where computers are used to teach various subjects 

3. A computer that is usually kept on desk and cannot be moved 












































